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FORTIS
Getting Started

To get started, double click on the TSFARM icon on the desktop using
your own login name and password. The Fortis icon on your remote
desktop allows you to look into Fortis.

Fortis Edit
Skakion

This will prompt you to enter a User name and Password. This will be
the User name and password that you use to log in on your computer in
the morning.

Log On to Windows
Microsoft

Copyright & 1935-1393
Microsoft Corparation

Built on NT Technology

FEER

User name: I |

Passward: I

Log on ko: IAHCCCS j

0 I Cancel Shutdotwm,. . | options =<

New Hire Session I
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FORTIS
Queries

Fortis has many fields that are necessary to help find the information
you need. The query function is how information is found in Fortis. To
select a query, click on the Queries button from the tool bar at the
top.

% Fortis Edit Station (@ FORTISCLIENTKIDS AHCCCS STATEAZUS - & X
File View Query Input Setup Window Help

2 .
B %

|b % % % a0 g@ @

Impark Fax In |BatchIndex ImportData Prefs Annotate Help

This will display a list of the different queries that are available in
Fortis. The information that is needed will determine what type of
query you will run.

#7 Fortis Edit Station

File “iew Query Input Setup  Window Help

G o Y R % D
i 0 h | @
Open DB Queries I Baskets Import FaxIn  Eatchlndex ImporkData Prefs Annotate Help
% AHCLCS Queries =]
B | Browse | Mew Set |New Quel_l,{ pen | Fenanme | Id e | Delete | Propertiesl Cloge |
Al Query Sets Contents of ‘KidsCare' [17)
E‘ﬁ AHCCCS Queries ‘Jﬁ Adrinueries
‘fﬁ] ALTCS B*Cases Meeding to be Reg by Type
ﬁ Claims E*Cases Needing to be Registered
(ﬁ Kidsiare ﬂb')" ADICK#
ﬁl Prowider Bbv all criteria (StampDateD)
ﬁ] SSIMAO_ [ Fhby code (StampDateD)
- svsQuertes [ 8k by EI (RespELA StampDateD)
ﬂbv GrouplD
[Fhby kon
[#h b Mame S5M DOB
ﬂchanges and TADs (FormTyped)
BPending Dirawer
ﬂRespEI Caseload
ERBSDEI is empty {StampDateD)
[ #7405 Pending
ETADS Unassigned
BUnit Pending
|D object(s) selected Matelsh 5

Open the "by all criteria query”.

KidsgCare New Hire Session I
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FORTIS
Queries cont.

The "by all criteria query” is the most versatile one. It allows you to
search through many different fields. If we wanted to know all of the
intakes that have been date stamped between 9/15/2003 and
9/22/2003, we would enter 9/15/2003 in the Earliest StampDate field
and enter 9/22/2003 in the Latest StampDate field. Then select
“intake" from the FormType field.

by all criteria (StampDateD)
kE.C Murnber: | i‘
Earlizzt Stampl ate: | 09/15/2003
Latest StampD ate: | 09/22/2003
E ligibility |nterviewer: | ﬂ
FormT ype: || ﬂ
E arlizzt PertinentippD ate: {.Tgaﬁgf =
Latest Pertinentippl ate: mail returned
Code lnu:utlu:e ﬂ

v “alidate walues

k. | Cancel | Help |

Once you click OK, this will display a list all of the intakes that were
received between 9/15/2003 and 9/22/2003.

{## by all criteria (StampDateD) - Query Results [_ (O]
] koo |
| StampDate | RespEl | FormTvpe |3rtinentP.DDDat| Codes | SentToDES |'endinc|DueDatt| MNokes
09/2ziZ003 Jo0s intake
03/22/2003 | 1005 inkake
09/2ziZ003 Moos intake P
09(&212003 Jons intake MATIVE AME
09/22{2003 Jooz? intake MATIVE AME
09(Z212003 Jo0g intake 09§22 12003 DOME
09/22{2003 Jong intake
09}22i2003 Koo+ intake P
092242003 Koo1 intake ADD OM ADI
09/22iZ003 Mool intake
09/22/2003 | KOOS inkake
09/22{Z003 Ko0S intake
092212003 | KOOS inkake KRCYWH TO
-Diil| Criteria | L apout | Resultz | | Fiefrezh Open Modify | 5ave Doc| Print Doc| Delete Cloze
Mumber of documents has been limited to 200 by Query preference. 200 documents found

New Hire Session I
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Queries cont.
The "by EI" query searches your
caseload in Fortis and selects the
Eligibilty Interviewer: | =l

forms available that need to be
processed in your Fortis Caseload. | ™™ ! =l
You can sort for a form type or all of 5\ iiue values

the forms still waiting to be [ ok | Comel | Hep |
processed by you by typing your
Fortis ID in the EI field.

] The "by GroupID” field uses the group

number assigned to the case by ACE and

Group ID: H selects that Group number and any
verifications associated with that case.

v “alidate values

T ok | Cencel e | You must type the "G" and then the

group number to find your file.

by KCN E |

The "by KCN" field searchs for the
case with the KidsCare number | KCNumber

assigned to the case from the previous | ‘

eligiblity program. If a family has
reapplied and they are linked together
by the registration clerks, this will also
pull up the most recent case and the 6

number. Only type the number of the K
number, not the letter “K".

v alidate values

ak. Cancel | Help

KidsgCare New Hire Session I
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Queries cont.

by Mame 55N DOB

First Marne: _’ ﬂ
Lazt Mame: _x
S5M: _x
D ate of Birth: =
¥ “alidate values j
ITI Cancel | Help

The "RespEI" caseload query will only
pull up the cases assigned to your
Fortis ID with out being able to sort

the results of the query.

To pull up the cases assigned to you and

FORTIS

The "by Name SSN DOB" query allows
you to look up the case by the Primary
informant's First name, Last name,
Social Security Number or Date of
Birth. You do not need all of this
information though to pull up the case
you are looking for. One or two of
these fields will find the family.

Enter RezpEl: || j

[V alidate values

]9 Cancel | Help

be able to sort the form type, use the "By EI" search query.

New Hire Session I
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Selecting a Document

Once the document has been found, click on the box next to the KNum
field and press Open.

{## by all criteria (StampDateD) - Query Results
] keue |
| | kMurm |5tarn|:|Date | RespEl | FarmType |3rtinentP.DDDat| Codes | SentToDES |'endianueDatf| Motes
{ oleees 09/22/2003 | 1005 inkake
(162565 09/z2/2003 1005 inkake
@ 162872 0922/2003  MO0S inkake a9
0162868 09/22/2003 1005 inkake NATIVE AME
|_ 0162871 09/22/2003 1007 inkake MNATIVE AME
[} Diezard  9fezleO0l 008 inkake 09/22/2003 DOKE
O ozt 09(22{2003 | 1008 inkake
1. 0069242 n9fz2f2003  kO04 inkake SF
b 00E5047 092212003 k001 intake ADD QN ADI
[} niezecs 09/22(2003 MO0 intake
| 0037218 09/22/2003  kOOS inkake
{ Dl62e8s | 09/22/2003 | KOOS inkake
I} D16z881 0912212003 | KOOS inkake MO TO
g
Al Criteria La_l,lnutIHesults | | Refresh (Dpenhh-iodify |5aveDoc| F‘rintDu:u:| Delete | Cloze |
Murnber of documents has been limited to 200 by Query preferen 200 documents Found

This will allow you to view the document.

>

KidsgCare

New Hire Session I
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Viewing the Document

FORTIS

When viewing a document you will see thumbnail views of pages on the
left, the actual document in the middle, and many different fields on
the right hand side of the screen. Each of these fields is used to help
label the document in Fortis.

# Fortis Edit Station

Fle Edit View Template OCR Link Input Setup ‘Window Help

e deFDH

OpenDB  Gueries  InBaskets Import FaxIn  Eatchinder ImportData

&

Help

Prefs  Annokate

4% Document in Folder KidsCare of Type KCDoc
'W' PrevDoc'NextDoc| Muodify | Save | Prirt |ViewDoc|ViewData| Launch| Burst | Close |

KR VY I LY EEFEEF Yy YR Yo e

Application for
AHCCCS Health Insurance

Please complete pages 1- 7.
A. Enter the name, address, and telghons number of the applicant or the responsible adultif you are applying fora child

a ol igpicant or responslile adsl H r, 5]!‘mn\fd n
1213 Evergteen™

Wity Addess

AHCCCS

[Hame Aadress

e/ & Cote
Figns Telg g | Mhessage o Call Tabphons
?.T'555' 3333 l“" &21 Se5-p343 [
B. Whatlanguage doyou speak?  REnglsh DO Spanisn O Qe
What language do you read? Sngish O Spaeish 0 Oher

C. Is anyone included on this application pregnant?
o O0Ves I Ves who____

Wihan iz the baty due? b many bataes apacied?

0. It everyone applying is not eliginke for AHCCGS ealth Insuranca without a monthly premium, is sameone willing to pay 2
—__ premium for them?

(it o, el ki s 35 an appdshon fer AHGECS Heah Insurance that recues ageemars)
E. Entar  health plan that serves your county. Haalth plan choices are lsted on page D,

D KidsCare KC

Sdr 14f; cH’ AZ " 63T ol

ves Ohe DﬂrfmlmIl:pamlr.l:mu'\‘u‘rﬁg:am - T e - o — e

KMNurn 9993993
Starplate (8/08/2002

RezpEl l><DU2—_v
FamType lh
Pertinentippl ate IW
Codes ltlainingDoc—
SelaDES |

PendingDuel ate

Nates Training case. =

¥

ScanDate (6/14/2004
GrauplD 10003245

| My health plan choicais: C.\’.M‘ e ffpr-' I
) PerzonlD
— =Ifyou want someone else fo represent you complete section F. 1f not, go to page 2.&
F. you want o allow someone elsetoreplmnlynu or you have a legal guardian, provids the | ion below.
4 Repuesantiien’s Mome

[Fapesetalies Hume Adiress [ Cly Sl g Code Couely
= ibseriatie s Mg gl [ Ty Sty FETEE

mﬁﬂﬂh” Homa Talighind Rpraseeiaton's Secznd Toi mieal | Okt Teaghan fase memsage. ool
el [ By sigeing balow, 1 -

q | B

KidsCare

New Hire Session I
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Viewing the Document (cont.)

The following fields are used in Fortis.

e KNum - the KCN.

e StampDate - the date the document was received in the office.

e RespET - the eligibility specialist responsible for the document.

o PertinentAppDate - the application date that the information
relates to.

e Codes - codes used to determine if special circumstances exist with
the application.

e Sent to DES - the date the application was sent to DES.

e PendingDueDate - the date the Request for Information is due back.

e Notes - a place for miscellaneous information about the document.

e GroupID - This is the identification number assigned to the family
in ACE.

e PersonID - This is the identification number assigned to the
individual person in each family in ACE.

Fortis Files

KidsgCare New Hire Session I
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FORTIS
Viewing a Document cont.

There are three different ways to go from page to page in Fortis.
1. Click on the forward or backward arrow to go to the next or

previous page

2. Select the page number you want to go to and press Enter.

|1 of 16

3. Select the thumbnail of the page on the left side of the screen.

KidsgCare New Hire Session I
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FORTIS
Viewing a Document cont.

When a document is not clear, or the print may be too small or too
large, there are various things that can be done to make the
information easier to read.

1. The document can be rotated left, rotated upside down, or
rotated to the right.

2. The document can be resized to actual size, show the full width
of the document in the viewing area, or fit the whole document in
the viewing area.

|} O

3. The document can be zoomed in, zoomed out, or a box can be
placed around an area to be zoomed in on.

& A

New Hire Session I
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Re-Ordering Pages

FORTIS

When you would like to change the order of the pages within a
document, the first step is to click Edit on the toolbar and select Re-
Order Pages.

Cuk Page
Copy

Paste

Delete Page...

rtis Edit Station - [Document in' ’F

FORTISCLIEMT AHCCCS STATE.AZ LIS - F

E& File | Edt Yiew Template ©OCR Link Input Setup  Window Help

Cerl+x ?

rt

v v

® @ B

FaxIn  EBatchlnde: ImportData

B B

Prefs Annotate

Help

At Increment

PHBE SRS BE/B "k

Find Index Data) e |

Insert Before Page 3
Insert After Page »
Replace Page 3

Application for
AHCCCS Health Insurance
Please complete pages 1-7.

ﬁ, KidsCare

i Bumber of the applicant ar the responsibie aduf if you ans apphying for a child,

Ctrl+B
E" sbpedt vohnson

= AZ 595 ek

F13

—m [t Triane [zt or Call Tavaghoae.
[LAnmch 55 1 - - |
[prok?  MEngsh DSpwish OOt
LI (B0 07 [Engish OSpenish O Cthar,
i appih
Add Annotation © a—
0 ing e , i3 samaana willig 10 poy 8
ey
[ g..m Cody it e ey 4 pracinn b e s __
on

e E. Ener a healin plas trat serves geor county, Haallh plan chalces are Bsted on page 0.
My health plan choicele: N o pe < ¢ oo Flapn

F.

=/t you want somecne else to represent you complefe section F. If not, go to page 2.9
If you want ta allaw samecne lse i reprisent you af you have 3 legal guardisn geovide the information belew

=3 T £ ET

Ty

cvaiiator s o Airwa

= Ty 3 ET

KMum ISS—
StampD ate IW
RespEl lm
FormT ype lm
Pertinent&ppD ate IW
Codes W
SentToDES T
Pendingluel ate I—

Notes -

H

g L e Tingten:

|ﬁm1&m¢fﬁ¢wmwm

)

B sgrg e,

'WI F‘revDocI NextDocI b odify I Save I

inhrieg e

Print I\u"\ew DocIView Datal [Launeh I Burst I Clo

Imporked from - Zkest.MAG

7

|Re-0rders the pages of the current document,

To view the document
full screen, right click
anywhere inside the
document and then click
on “Full Screen”.

New Hire Session I
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FORTIS
Re-Ordering Pages cont.

This will allow you to change the order of the pages. On the left side
of the window, you need to select the start and end pages that you
would like to move. For example, if you would like to move pages 2
through 5, put a 2 in the Start page field and a 5 in the End page field.

Re-Order Pages

document

% Mave before page: |13

" Move bo end of document

* Move pages

Start page: |2
Endpage: |

0k, | Cancel | Help |

On the right side of the window, you need to select where you are
going o send the pages in the document. You have the choice of
placing them before a particular page or placing them at the end of the
document.

Re-Order Pages

(" Collate double-sided docurment

* Move pages

Start page: |2
End page: [T

Now pages 2 through 5 will be moved to precede page 13.

Kids#Care New Hire Session I

30-12



DMS PROGRAM SUPPORT MODULE
30

FORTIS
Deleting Pages

If a page in a document is blank, it needs to be deleted. For example,
on an application that has frontside English and backside Spanish and
the customer only fills out the English side, you would delete the blank
Spanish pages. Goto Edit and click on Delete Page.

'/ Fortis Edit Station - [Document 18 ’E FORTISCLIEMT AHCCCS. STATE &7 US -8 x

¥ Fle | Edit Wiew Templste OCR Link Input Setup Window Help — =] x|
Cut Page Chrl+3 % e % o g:} Q
ﬁ > < Gl gu i
Opey Paste rk FaxIn  Eatchlnder ImportData Prefs Annotate Help

U232 s 82/ 85 /0" k
= E, KidsCare

Find Index Dats CEEr{ N

A
“z' Ingerk Before Page KMum Igg—
“= Insert After Page >
o
= Replace Page 3 StampD ate I
v

EBurst Pages. .. Ctrl+E
Ree-Order Pages...
Remove Blank Pages

RespEl Im
FarmT ppe IW
Pertinent&ppD ate I—
Codes I—

LLaunEn
[LAUNER COE

=Y

Add Annotation L3 i
E— : SentToDES I
Pagati . P rre
E’.::‘.?m‘-h‘:....‘“"" vyl b T PendinaDueDate I—
Motes -
._ MUY iIMPORTANTE - DEBE FIRMAR l_
Necestamos su firms para pracusar esta selcitid. LI
3
o
o
=
[l . s
'D?ll iy Doc| ES Docl Muodify | Save | Frint | iew Doc | Wigw Data| [Launich | Burst | Cloze |
Imported from - MAGES. tmp |B|a:k and bchite ‘
Deletes specified pages of the active document, |DSRudn|c

This will bring up a window where you will select the pages you want to
delete. For example, if you want to delete page two, click on Page 2,

then click OK. The selected pages will now be deleted.

— Select Pages
£ Bange Important:
Start page: I'| Make sure you
Endpeze: |2 look at the entire
: page prior to
deleting.

New Hire Session I
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Highlighting
To highlight, click on the Highlight Annotation button. A cursor will

appear.

v > AGBUBEs I P2/ /B 6

Select a box around the area that needs to be highlighted.

LR
adah H an fara chid

4 Hign
pr—— wrT [ 1 e T~ =2
F__'%‘EQF E]':.;E&*,-_:sq-. _ ﬂ&ﬂlfhaqz bm?-ﬁﬂ"ﬂ M
.u..u..,.,-..-:E !g;lj'ﬁ-i-_mf—m Ft-m:ﬂ!lhln-lv
Birgss O Sensh DO .

B, Wtk lasguage de pou ipak?

Wkt laaguage da pu e T Dhfrgess D Spansh O Ofer

£ Ik arrpor inchaded on this application pregnant?
s O P, s

e P bay e

New Hire Session I
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FORTIS
Note Annotation

Click on the Note Annotation button to create a new note.

B O X Ve n o Y A Yo

This will bring up the Note screen. Type any notes that need to be
added to the case file on this screen and click on OK.

MNote
PG Application| ]
=l
Attributes | 0k, I Cancel | Help |

Now the Note Annotation will show up on the document being working
on. Move around the box by clicking on the box and dragging it around
o its proper spot. To shrink or enlarge the box, click on the box and
click on one of the corners and either expand or shrink the box.

lete pages 1-7.
PG spplication
N “pp

PG Applicatas =
A Application for
AHCCCS Health Insurance
AHCCCS

Please complete pages 1-7.
A Entud the: e, addriss, and tebsphers nsnibee ol the sppbeant of tha radgons sk adull il you s apphing for a chid
T T S—
30| E Jefferin ~FPhoeni'x — A2 " F5345 Markey

....

'""""'fﬁjﬂlﬁfs--mr“'“" |-H.....m...,...
B. Wik Wnguags 6 yoe Spaai? Eagsh O Spanish O O
Wikat nguage £o you read™ Shfagizh O Fpansh O O
.l aryore nchided on this agplicabor prigrani™
B Ol #'ves o i o [rarorea———

D W wanryne appiying is sof eligile isr AHCCCS Feaith Insurares sithost @ mosthly premiom, is somssns silisg io pay
i fer Tha?
Tiim Dt Cirdg g s pary v b s e
s, e sl ncd o s i apaion o BHOCLS P nsarance ot megeinet & s

Make sure you
don’t cover up a
guestion or an
answer.

E. Evbera healh phin thal s peus county. Hialth plan chalces s listed en page 0.

New Hire Session I
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FORTIS

Printing Documents With Annotations in Fortis

Any annotations made on any page of a document will appear when

printed.

Any part of the document that is highlighted with the

highlighter will now be covered when printed out.

PWEey B R o alld T
e | — [;...-... fretrmaa
T |mEEPE P T IO caicd s (el cimc
ot | e reey - 2w [0t pariciLatng I ool ann
B v Dlazika o [=TrereTr=—— 5T Clatemia Kaes [[0Wla = e
[Bebect ame-or memif Tnccan jsan e
[Optiona I n -l marean, JCOH s L2k Aramen Mtk iran ATascn
Maves Biratan Ot American [t Arwvicom
Trek: Thew rme
™)

B, i . e

¥ . ot ol e o iy 2 o e
-

" 2
ke P 6 oo s gt s
s g

Al children are applying for
Kids Care.

When printing documents that contain highlighter annotations, be sure
to uncheck the annotations box before printing. This will ensure that
the annotations will not be blocking any of the pages of the document.

'l'/ Fortis Edit Station - [Document irmf
™| File Edit Wiew Template ©OCR L

Qpen
Save
Sawe Gl
Close

Chrl+5

CErl+F4
_—

Prinkt...

Ckrl+P

=11
FEaraatd .
Expork

Tnnlex.
Modify

Chel+

Move Dociment, . .
[Delete Mocumremt.
Emtiamnce, ..

Document Properties. ..

“hange Logon. ..

Alt+F4

Print
Print Setup... |
—Page Tupes

¥ Azsorted others
[¥ Black & "white images

[+ Color images

Frinter: ShezervellWA103) IP_170.E8.12 36

— Page zelection
Al pages
" Bange

Start page; I-I
I'I—

% Selected pages:

Erid gage:

— Optiohs

[ Usze ipPrint

New Hire Session I
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FORTIS
Importing Documents

Eligibility Specialists import screen prints including WTPY's, PMMIS,
Forms and SAVES. There are two steps fo importing a document,
1.  Saving the document:

Screen Prints Word and Excel
Go to File and select Print Screen. e (o to File and select Save As
Select Options. e Save the document.

Check Print to file and click on the |e Click on OK.
Browse button.

Save the document.
Click on OK.

2. The second step is to insert the document into Fortis. Once the
document has been saved, go to Edit, Insert Before Page, and then File.

# Fortis Edit Station - [Document inN L) FORTISCLIENTKIDS AHCCCS STATEAZUS - & X

I8 File | gdit ¥iew Template OCR Link Input Setup Window Help . =1 |
Cut Page Chr+x b = a 5
ﬁ Copy 3 % 1 ii @E K—“}’ 9
en el L prt FaxIn  Batchinde: ImportData Prefs Annotate Help
. &) =] _\z';‘ &5 F L
e B0 SAS M s B L B ES/E"E
uto Incremen =
. T = testi KLl
- = 3
= for -
Eile... ]
n El nsurance KHum =
n Fax... bt
eplace Page Blank StampDlate
rst Pages e = AZ TGS  Packeoy | RespEl
= FormTyp =
Pertinent&ppD ate
Codss test docs

SentToDES
PendingDueD ate

Motes -~
E
Scanne dBy
ScanD ate
—= M odifiedBy lFDF\Tlﬁ—
] Mo = e

Ha| P Do | Hew Doc | Modife iew Doc | View Data| Lounch | Bust | Close |
Imporked From - Copy of Capy of Copy of 1test.MAG |Black and Whits |

Inserts the contents of a file before the current page.

New Hire Session I
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FORTIS
Importing Documents, cont.

Select the file (Word Document, WTPY, etc.) that was saved and click
Open.

Insert File 7] |
Logk in: | 3 Mark Wielsh ~] « & ot B-

File name:  |G10003245 Open |
Filez of type: I,-'.‘-.II Files j Cancel |

Lolor storage quality: a0
1

’ .
Loy High

The document has now been imported and is the first page of the
thumbnail pictures.

= O |7 DES | Date 2
Application for Assigned To
AHCCCS Health Insurance Diate Caseload | Ext
= e complete pages 1-7.
bla aduht i
— Primary Infarmant
1 Mame
. What L L Tl RErgwt O Sansh D
Welngsnsmoner! e Dfsen Cove Appli
Marne
Wemaradat_____
- i —=— DoB
7 : = 5 S5N KID
e e ——— COMMENTS:
: Wy heatth plan cheicais._ [ g, rey Cace Flap ]
=5 Hf you want Ise to represent you compl ton F. If not, go ta page 2.
LY rlwnmnlw
= Appli
Mame
3 ool
- - B [ KD
S COMMENTE:
7 | 5 hd D;;‘d:.”L?:JT'?“:Iv.\.,:;;;::\gr&nrm:x.:"!wu:."e gy L3S camml waw formaion stxad e
2 | i S — — -

KidsgCare New Hire Session I
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FORTIS
Launching

Once you have filled out a form and imported it intfo Fortis, you can
still change the information that is on the form. To do this, select the
form that you would like to update, then click the launch button.

]
Name of person contacted:  Jan Smith /
Mame of organization contacted:  Jan Smith Day Care ]
Verification/Clarification of:  Daycare Expenszes /
Yerified that Jimbob Smith pays $40 a week for Jan Smith to watch Jethrd,
EL: David Rudnick | Dfe: B/17/0:
Name of person contacted: /
Name of organization contacied: / ]
Verification/Clarification of: /

I
o

Kids#Care New Hire Session I
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Launching cont.

FORTIS

Once you click on the launch button, the form will open in the program
where it was created. For example, the Record of Telephone Contact
is made in Microsoft Word so it will be launched in Microsoft Word.

4 B ¢ oo

I'TEi mag34 - Microsoft Word H[=

File Edit Wew Insert Format Tools Table Window Help

hE2Hs &

- 3.

= L . S . - S
Werified that Jimbob Smith pays $40 a week for Jan Smith to watch Jethro.
EI: David Rudnick Date: 6/17/04 Time: 9:00 AM
&3]

Mame of person contacted: Title:

Mame of organization contacted: Phone Number:

Verification/Clarification of:
t
]

1: David Rudnick [ Date: [ Time f
1 »

Once you have launched the form, you can now type in the new

information.

Werified that Jimbob Smith pays $40 a week for Jan Smith to watch Jethro.

B_Ei mag34 - Microsoft Word [_ (O]
File Edit Wiew Insert Format Tools Table Window Help ﬂ
DeEs &k G2l BB e -3,

1 L L L - T L - DL N ESIE‘

EI: David Rudnick

Date: 6/17/04

[ Time: 9:00 s

alipa
s s 1

Name of person contacied: A puHak

Title: Llanager

MName of organization contacted:  Kwik-e-Mart

Phone Number: (B0Z) 555-6662

Verification/Clarification of: = Ermnployment

Yerfied that Jimbob Smith stopped working at Kwik-e-Mart on 5710/04 and did not have any insurance.

I: David Rudnick
[l

| Date: B/18/04

B elolepe

[ Time: 2:15PM
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Once you have completed entering the new information into the form,
click on the "X" in the upper right hand corner.

=] E3

This will prompt you to save changes, click on "Yes".

Microsoft Word

& Do o wank to save the changes you made to mag3dy

The information you just entered into the form will now appear on the
imported form.

Mame of organization contacted:  Jan Smith Day Care | 121
Verification/Clarificationof:  Daycare Expenses
Yerified that Jimbob Smith pays §40 a week for Jan Smith to watch Jethro.

ELl: David Rudnick Date: 5/17/10:

MName of person contacted:  Apu Nahasapimapetalipan
DName of organization contacted:  Kwilk-e-Mart ]

Verification/Clarificationof:  Ermployrment

“erfled that Jimbob Smith stopped working at Kwik-e-Mart on 571004 and did

FI: David Rudnick | Date: EI1B?F
3

< |

| b odify | Save | Frint ViewDoclViewData Launch| Burst | Cloze |

New Hire Session I
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Bursting

Eligibility Specialists burst documents as needed, particularly when the
document has permanent verification that is received with a new
application. They will need to copy indices from the larger document
(parent document) and then make minor modifications to the indices
for the document that was bursted (child document).

When bursting a document, make sure to re-order the pages so the
pages that need to be bursted are the first pages. For example: if
the bottom two pages are verification and need fo be separated out,
select the page humbers and make sure to move them before page 1.

Re-Order Pages

" Collate double-sided docurment

" Move pages

Start page: I 1| & Move before page:

End page:

EI K. Cancel | Help

Kids#Care New Hire Session I
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Bursting cont.
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Once the pages that need to be bursted out are the first pages, select
the last page that is going to be bursted and then press the burst

oy i mpmesis pars o hacws

MUY IMPORTANTE - DEBE FIRMAR

Nacasitamos s fms para procesar 434 sobobid.

. B

ﬁ, testing

aﬂ KCI

dackn 42 ast safcht o o ockraciina 3 fogus 4 e ol o
et o e S 8 0 T e

e

T o i o o e
pe

B wilend duded gt b agencin sncaegadi de wiegbilided b ayeds & chleser pvehis de un paksns, lene &

Becciin gue

button.
Fe
ERTHIERN 16 WHHBRE: oma o oo 0 Corwims ks
i e ORG  d. Las
5, ko I e e ot o Mg 7 b i
T L e e
[P o e e _' "'
3 T

o 4 i pateans 0w actena

_____________ [Fma s i e

LB IR .5 9 BTN Prn choue 1 P ey Ly Sopre e Sakel s ARCITS

EXrb o w4 e s, i, St et V180

P

Wiew Do | View Data] Launch

K.Murn

StampD ate |

RespEl |

FormT ype I

PertinentdppD ate |

Codes | test docs

SentToDES |

PendingDueliate |

Maotes ”

I |

This will fake you to the bursting screen. When bursting a document,
make sure that the document is being bursted into the KidsCare folder
and also check the Index Data box and press Set.

" In Basket: I
& Database

Falder:

Document TPpe.

E---ﬁ AHCCCS
-] KidsCare
F-_] 551Ma0

KCDoc
S5ICase

Document description:

New Hire Session I
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Bursting cont.

Once you press the Set button, you will be taken fo the Set Index
Data screen. On this screen make sure to enter the StampDate,
RespEI (which is you) and FormType and scroll down to enter the
GroupID . Then click on the "OK" button.

Set Index Data
E’ Kid:Care KCD o
KMurn | 3333339 :I
StarmpD ate | 0B/27 1972
RespEl IDSHudnicE j
FormT ype Permanent Yernfication j

Pertinent&ppl ate |

Codes |

SentToDES |

PendingDuel ate | LI

|nerement.. | " Cancel Help |

New Hire Session I
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Bursting, cont.

You will then be taken back to the Burst To screen, click on "ok" again.

" |n Basket: I j

% Database M {ndex datd Set..
Folder: Document Type:
- AHCCCS [®]kcooc

-] KidsCare SSlCase

BT S5IMA0

Daocument description: ]

" Cancel | Help

Now the document has been bursted out, and you will need to run a
query to view the document, as it is now a separate document.

KidsgCare New Hire Session I
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